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PART I.
KEY FEATURES OF THE DMS



A. Introduction

1. The DMS

The Data Management System (DMS) is a user-friendly tool which has been
designed to help you manage all Girl Talk activities and monitor your participants
throughout the duration of the study. The DMS features to be used by staff at Children’s
National Medical Center (CNMC) fall into the following main phases:

(1) Recruitment, which tracks the recruitment activities begun by the GU Project
Counselors and continued by CNMC staff (e.g. Delivery Check-in Call);

(2) Evaluation, which tracks and manages the status of all telephone interviews
conducted by CNMC interviewers, including pregnancy evaluations; and

(3) Retention, which tracks the retention activities conducted by CNMC staff (e.g.
Event Window Report).

Staff will be responsible for entering into the DM S and updating all of the data
needed. These data will allow the DMS to generate the reports necessary to track
participants and conduct activities throughout the study.

2. Using this Manual

The DM S Users Manual is atwo-part reference guide provided for al Girl Talk
staff. This manual is available in hard-copy and electronically in the “ Documents’ menu
of the DMS. Part one, Key Features of the DMS, acts as a detailed reference manual to
help staff understand each component of the DMS. Part two, Study Procedures, provides
step-by-step instructions explaining how the DM S is used to complete the Girl Talk study
procedures. This manual has been written specifically for CNMC staff.

This manual describes the step-by-step actions which CNMC staff must take to
properly use the DMS and its features. Please use the table of contents to guide you to
the appropriate sections.

B. Features of the DMS

1. Logging on and off

1.1Loggingin

Accessthe GirlTalk DM S website here

https://dci.rti.org/airltalk

All GirlTalk staff will be given aunique log-in ID and password. If you forget
the user name and password assigned to you, contact Lauren Courtney at RTI
(Icourtney @rti.org).
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1.2. Logging off

¥ Itisimportant for you to log-off after each session since the DMS contains
sensitive data which should not be shared with others outside this study. Be sureto log-
off so that data is not unintentionally shared. Additionally, it isimportant to ensure that
other staff do not use the DM S with your log-in information.

2. The Main Menu

The main menu has seven (7) key features, seen across the top of your screen: Data
Forms, Events, Reports, Mail Merges, Documents, Tools, and Logoff. Each of these will
be described below in Part | of this Users Manual.

For more details on using each feature and specific Girl Talk study procedures, see Part 1.

Girl Talk

Data Management System v 3.6

3. Data Forms

All data entry will be conducting by using the data forms provided in the DMS as well as
hard-copy forms, when applicable. When you click on the Data Forms option on the
Main Task Bar you will see two tabs on the dropdown menu as shown in the figure
below: Recruitment and All Phases. CNMC staff have access to data forms in these two
phases.

All Phases

3.1. Recruitment Data Forms

The Recruitment phase of the study begins with participant screening conducted by
GU staff and concludes with confirmation of the teen’s delivery, conducted by
CNMC. There are five data forms under this tab, as shown below.
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All Phases Enrollment Form (LG+Teen)
Enrollment Form (Teen)

Contact Form

Delivery Confirmation Form

Data

Data forms used in the Recruitment Phase include:

Screening Form: Used as areference only. Contains teen's EDC, DOB.
Enrollment Forms: Used as areference only. Contains MF information.
Contact Form: Should be regularly updated by CNMC staff.

Delivery Confirmation Form: Enter data into this form upon conducting the
delivery confirmation call and completing the form in hard-copy.

3.2. All Phases Data For ms

Two other forms used can be found under the tab called “All Phases’, including:
Schedule Appointment: Interviews scheduled on this form appear on calendar.
Participant Notes: A comments section to record key information (e.g. teen
positive pregnancy, infant died). Date and initial each comment you make.

Schedule Appointment
Participant Notes

Data

4. Events

All activities begun or completed are tracked by individual teen using the Events section
of the DMS. Staff can update events in two different ways: by “teen” or “in batch”, as
shown in the figure below. In most instances CNMC staff will use the first option,

“Update Eventsfor Teen”.

Update Events For Teen
Update Event in Batch

Data Management System

GirlTak DMS Users Manual
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4.1. Update Eventsfor Teen

To view or update the events for an individual
figure), select “Update Events for Teen”. From the m

participant (either teen or mother-
ain screen you may search for the

individual record in 4 ways: by Teen ID, Teen last name, MF last name, or by clicking

the interactive arrows at the bottom of each screen.

UPDATE EVENTS > SELECT A TEEN
Filter

Filter by Teen ID:

Filter by Teen Last Mame: Filter

Filter by MF Last Name

First Name Date of Birth

Middle Name Last Name

'
FE—

Teen ID
510017
510025
510033
10041

4.2. Update Eventsin Batch

MF Name

You are lo

To update the event status for multiple participants at one time, select “Update

Event in Batch”. In order to use this feature you must
same event status for a given event.

select participants who have the

Begin by selecting the event you wish to
update, as shown to the right.
Mote: If an evi
Next select the current status of that event.
Then hit the ‘ Continue' button.

Select Event:

Selact Curent Status Completed - baby not delivered ==

UPDATE EVENT STATUS IN BATCH

This feature allows you to update multiple Teens who have the sarne Event and Status.

ent's Status is Final, it cannot be updated

7_71 st

Delivery Check-in Call
Baseline Phane Interview
Teen Evaluation - B Ma
Teen Evaluation - 12 Mo
Teen Evaluation - 18 Mo
Teen Evaluation - 24 Mo
MF Evaluation - 12 Mo
MF Evaluation - 24 Mo

2nd

The next screen displays
the names of all
participants with the
event status you selected.
Check the box next to
each participant you
would like to update.

Delivery Check-in Call
Needed

Event Description:
Current Status:

Below is a list of Teens who have the selected Evel

ng

r 41 |
r e |
r sz |

— ~d4000 AL

UPDATE EVENT STATUS IN BATCH

nt and Status. Check the boxes next to the Teens you would like to update

GirlTak DMS Users Manual
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UPDATE EVENT STATUS IN BATCH

The neXt screen |I$S the names and Event Description: Delivery Check-in Call
ID number of the participants you cunent Stae: - Needed -
ha\/e %Ia:ted and the total number Wou selected the following Teens:

Total number selected is: 0

%I eCt the new StaIUS If you need to change your selection, click the Back button on your browser to go back.

(Update in Batch, continued)

If the list is correct, select the Mew Status for the event. Then click the Submit button to save the change
] 14!
Enter the * Submit’ button. P
Completed - baby not delivered

SeectlienSiahs Completed - baby delivered

The DM S will display this message e
to let you know the submission was ~ 0we Stats Changed: [ T
S,lcce$fu| . Person Responsible: Iﬁ

Submission was successful. V

Please select another option from the menu.

5. Reports

Below isalist of al reports available in the DM S for each of the four options.

5.1 Evaluation Phase

- Interviews Scheduled and Need to Schedule
|dentify interviews scheduled in the next 2 weeks. Teen ID, name, phone number and
interview date/time are included.
Determine which interviews will be needed in the next 4 weeks, or are passed due.

- Pregnancy Test Reminders & Self-Check Calls
Determine which self-check calls or pregnancy test reminders are needed in the next 4
weeks, or are passed due. Teen ID, name and phone number are included.

5.2 Create Your Own Event Report

- All events are listed here.
Check the status of ALL events (e.g. “Delivery Confirmation Cals’).

5.3 Data Uploads

- Georgetown
- Childrens
Confirm that your CAPI data has been uploaded by reviewing the ID numbers here.

5.4 Retention

- Event Windows

Use this for weekly Retention Meetings and to monitor difficult to reach cases.
- Data Uploads-All

Cumulative list of al CAPI data uploaded from GU and CNMC.
- Teen Demographics

Report generated to assist GU project managers.
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6. Mail Merges
CNMC staff haveto Mail Merges at thistime.

7. Documents

The DM S Users Manual is (will be) posted under the Documents button. The
Manual will be listed by chapter, enabling staff to print or view the most recent version of
each chapter at any time.

8. Tools
The DMS has several tools, including: an appointment calendar

8.1. Appointment Calendar

The appointment calendar includes al phone interviews which have been
scheduled by CNMC staff. This calendar also serves as areference, whereby staff may
review appointments scheduled from previous months. For this reason staff should
aways keep their calendar appointments updated.

ata orms | events | Raports | wail Morgos | Documsnts | Taots | Logort | e
APPOINTMENT CALENDAR - Children's
This calendar displays all appointrrents that have been entered in the DMS using the "Schedule Appointrnent” farm
USE' S I I Iay CI I Ck On eECh Filter By Interviewer s
yp ( 0 b ue) o Dec January 2007 Feb
view more details about the ves
1 2 3 E: S I
1 t t 10:00 AM [AS 10:00 AM (DL 10:00 AM (DL 2:30 PM (DL) MF
app0| n I I Ierl . Baseline Phone Int |Baseline Phone Int |Teen £val-6 Mo Eval-12 Mo
G11304; G11437 G10751 G10122
11:00 &M (&S] 11:30 &AM (DL 3:30 PM (DL) Teen
Teen Eval-6 Mo Teen Eval-12 Mo Eval-12 Mo
G10330 G10041 G10132
12:30 PM (A5 2:00 PM (&5
Teern Eval-6 Mo Bzseline Phone Int
G10488 G11502
2:00 PM (85) Teen 5:00 PM (DL
Eval-6 Mo Baseline Phone Int
G10694; 611593
2:30 PM (DL 6:00 PM (DL) ME
Baseline Phane Int Eval-12 Mo
G11296 G10041
Z g 2 10 11 12 13
7:30 PM (&5 10000 AM (A5 2:00 PM (&5
Baseiine Phone Int Baseline Bhone Int |Baseline Phore Int
(G11270) (G11445) (G11189)
A:N0PM DY

8.2. Upload Files

Datafrom all CAPI interviews is uploaded using this link. Detailed instructions
for uploading CAPI data are included in Part |1 of this manual, Chapter B5.

8.3. Change Password

Follow the instructions provided here to change your password. If you cannot remember
your password please contact Lauren Courtney at lcourtney @rti.org .

8.4. Browser Settings

In order for the DM S to function correctly on your computer, specific browser settings
must be changed. RTI staff ensure that browser settings are correct for each computer at
the beginning of the study. If you receive a new computer or update your current internet
browser at any time during the study, please review this page in the DM S so that you may
adjust your browser correctly.
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PART II.

Study Procedures: Step-by-Step
Instructions for Using the DMS
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Part 11 of the DMS Manual, divided into 3 main sections, describes the Girl Talk
study procedures for using the DMS. The step-by-step instructions which follow are
meant to act as a guide for you when attending to al GirlTalk activities. If you have
guestions about a specific feature described here, please refer to Part |, Key Features of

the DMS.

A. Recruitment Activities

1. Conducting a Delivery Confirmation Call

The Delivery Confirmation Call is important because this will be the first time CNMC
staff have contact with the participant.

Step 1.Print list of teens needing Delivery Confirmation Call

Select: ReportsaCreate Y our Own Event Report

Click “Get Report”

Select an Event: “Delivery Check-in Call”

Filter by Status: “Needed”

The Create Y our Own Event Report provides alist of participants who must be called, as
shown below. Asdiscussed in Part |, Chapter B4.2, the “status date” indicates the date

the call was/will be “needed”.

The report shows events up to 60
days into the future, to allow
staff time to prepare.

CREATE YOUR OWN EVENT REPORT

Select an Event: IDe\ivery Check-in Call j
Filter by Status INeedEd j

This report shows events up to 60 days in the future

Person

Status Date "
Responsible

First Name Last Name Status

12/30/2006

G11528

0141172007 AS

G141

G11627 01/15/2007

OLAR2O0

In some cases participants will call the Georgetown staff after they have delivered,
whereby Georgetown staff may complete their delivery confirmation call. CNMC must
remain aware of these cases and assign staff for the Baseline Interview accordingly.

Step 2. Complete Delivery Confirmation Form (hard copy)

Step 3.Confirm data on Contact Sheet in DM S.

Print out a hard copy in advance.
Update electronically in DMS.

To find the Contact Form, select:
a DataForms
a Recruitment Phase
a Contact Form

GirlTak DMS Users Manual

ote Forme [ Event] Repont] v werges bocumene= T 12

Delivery Confirmation Form
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Step 4.Enter completed Delivery Confirmation Form into DM S

To find the Delivery Form, select:

a DataForms
a Recruitment Phase
a Delivery Confirmation Form

All Phases Enrollment Form (LG +Teen)
Enrollment Form (Teen)

Contact Form

The DM S “Delivery Confirmation Form” should look like this:
DELIVERY CONFIRMATION CALL
Teen ID: G10100

Teen's Name: Sally Smith

Form Date: ‘W H

A. PREGNANCY STATUS CONFIRMATION

1. Teen's Availability: “ Teen Not Available =

3. Relationship to Teen: “ Mother / Mother - Figure ="

Specify other relationship: “

5a. When was the baby born? “ 10/23/2005 =3
5b. Where was the baby born? “ Georgetown University Hospital - “

Specify other delivery site: “
B. CONTACT RESULT
FINAL RESULT CODE:
D. COMMENTS

“ Baby delivered = “

Step 5. Update Event: Delivery Check-in Call (event 25)
Select: “Completed — baby not delivered” or
“Completed — baby delivered”

BEFORE UPDATED, the DMS* Events’ should look likethis:

Event Num | Event Description Current Status—__ || Status Date [Person -
e Responsible

| pdate |25 |De|ivery Check-in Cef{l INeeded pll/08/2005 | |

- If no answer: Do not update the DMS. Track calls on hard-copy form.

- If the baby was not delivered when you called, you should select “ Completed-
baby not delivered”. The DM S will change this status to “needed” 7 dayslater. The
interviewer initials will also appear as “ person responsible’, to verify that this was
updated.

-10- 1/15/2007
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- If the baby was delivered, you should select “ Completed, baby delivered”. The
Baseline Phone interview will be triggered as “needs to be scheduled” in the DMS,
as shown below. If possible, schedule the baseline interview during your Delivery
Check-in call.

AFTER BABY DELIVERED, the DMS“Events’ should |ook like this:

' Event Event Descr|pt|on '
Num
Update

Current Status | Status Date | Person |
Responsible

Completed - baby
Delivery Check-in Call < delivered > 11/16/2005
Update|27 [Baseline Phone Interview ) |Negdstobescheduled | 11/16/2005

B. Using the DMS for Conducting Interviews

1. Scheduling Baseline Interview

The Baseline Interview should be scheduled and/or conducting during the “Délivery
Check-in Call” if possible.

NOTE about Baseline Interviews. Do not conduct the baseline interview if participant
isless than 2 weeks post-partum (after delivery). Schedule her interview for atimethat is
at least 2 weeks after her delivery date.

Step 1. Schedule Appointment

1 t:
&\Dta Formsall Phaces
aSchedule AppointmentaChildren’s

SCHEDULE APPOINTMENT
Teen ID: G10025

2' %IeCt appOI ntment type SELECT APPOINTMENT TYPE:
“Baseline Phone Interview” [ =

\ [Baseline Phane [nteniew

Teen Evaluation - B Mo
Teen Evaluation - 12 Mo

SELECT APPOINTMENT TYPE: Teen Eva\uat@on - 15 Mo

Baseline Phone Interview j jleeniEvallationiaiit
MF Evaluation - 24 ko

APPOINTMENT PLACE: | =l

SPECIFY ADDRESS <
tnet: | T
ng 17
we2 [ ] 3. Complete and submit the appointment
cy | form.
State: I -
Zip I

APPOINTMENT DATE: |11f19f2005 i 4 Th . . I I h

sppONMENTTME. B :po | [FWE] . This appointment will now appear on the

INTERVIEWER ASSIGNED: [DL | Cadendar.

NOTES Teen may be running late, so may try her at 3:15.

‘ Submit ’
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Step 2. Update Event: Baseline Interview (event 27)
Select anew status for this event: “ Appointment Scheduled”

UPDATE EVENT STATUS

Teen ID: el

Teen Mame; N (.

Event Description: Baseline Phone Interview [ “iew Event History] [ Pop-Up Schedule Appointment Farm]
Current Status: Needs to be scheduled

Meeds to be scheduled
Appointrment scheduled

Partially completed - needs to be rescheduled
Partially completed - rescheduled

Completed

Refused

Closed out

Date Status Changed: I ]

Ferson Responsible:  |DF -

Update |

AFTER SCHEDUL ING APPT, the DM S “Events’ should look likethis.

Update Status To

Event Event Description Current Status tatus Date Person |
Num Responsible

Delivery Check-in Call Completed - baby

Update|2 11/16/2005

P | delivered

Update|27 Baseline Phone Interview Appointment scheduled ) 11/16/2005 DF

2. Checking Interviews Scheduled and Needed To Be Scheduled

Step 1. Check Interviews Scheduled on Calendar
Go to “Tools’— select “ Appointment Calendar”

As shown above, all interviews scheduled will appear on the calendar. Sort by staff
member.

Step 2. View Report: Interviews Scheduled and Need to Schedule

Select: Reportsax Evaluationsax Interviews Scheduled and Need to Schedule
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Two reports will appear in this print-out: Interviews scheduled (by date and interviewer),
and Interviews that need to be scheduled in the next 2 weeks, as shown below.

INTERVIEWS SCHEDULED AND NEED TO SCHEDULE
. Interview Appointments

This list shows interviews that are scheduled in the next 14 days.

Chec Names anaryPhune Interviewer -
- Lo oo ﬂssimed S

510025 Baseline Phone Interview et (il il

5:00PM
\ Interviews Need to Schedule

This list shows interiews that need to be scheduled/rescheduled in the next 14 days.

Chec Names anary Phone ) )
-- (Teon /MF) | (Toen /WP S“"‘“S -

Meeds to be

510512 Teen Evaluation - 6 Mo 09/25/2006
scheduled
I [rr—— . Needs ta be
10082 r— e MF Evaluation - 12 Mo scheduled 1052272006
! I : Meeds to be
oo (| pmm—  Teon Evaition-12 Mo scheduled 107432006

Missing phone numbers. Phone numbers on this report are populated from the Contact
Sheset; thus, if the phone number is missing you must update the primary phone number
on the Contact Sheet.

Step 3. View: Event Windows

An alternative way to view interviews which must be scheduled is to review the Event
Windows Report. While this should not be the exclusive list of events for you, thislists
the high risk cases which need extra attention. This report is reviewed during weekly
Retention Meetings by GirlTalk staff.

Select: Reportsa Retention& Event Windows
This report contains two parts. At the top “Windows About to Close” lists the events

which will close in the next 5 weeks, as shown below.
EVENT WINDOWS REPORT

Windows About to Close
This list shows event windows that will close in the next five weeks.

First Name Status Date Window
Close Date

511221 Delivery Check-in Call MNeeded 12062006  01/10/2007
510306 _ Teen Evaluation - B Ma Meeds to be scheduled 11/23/2006  01/11/2007
G10305 Pregnancy Test- B Mo MNeeded 11232006 O141,2007
13- 1/15/2007
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At the bottom, “Window Date Passed” lists events which have already reached the end of
their window, as shown below. (For more information on lengths of each event window
ask your supervisor or Lauren Courtney/RT]).

Window Date Passed
This list shows events that have passed the end of their windows.

TeenlD |First Hame Status Date Window
Close Date

G10455 M. Teen Evaluation - B Mo Appointment scheduled 10/265/2006 1240872006
G10462 . Teen Evaluation - B Mo Appointment scheduled MAB2006 12/13/2006
G10452 W Pregnancy Test- 6 Mo Meeded 10/26/2006 | 12/13/2006

3. Scheduling Follow-up Interviews

CNMC will conduct follow-up interviews every 6 months for teens and every 12 months
for Mother-figures. For screen shots and further details on scheduling appointments, see
Section B1 above, Scheduling Baseline Interview.

Step 1. Schedule Appointment
Sdlect: Data FormsaAll PhasesaSchedule AppointmentaChildren’s

Select appointment type: Teen Evaluation- 6 Mo
Teen Evaluation- 12 Mo
Teen Evaluation- 18 Mo
Teen Evaluation- 24 Mo
Mother-figure Evaluation- 12 Mo
Mother-figure Evaluation- 24 Mo
Teen Evaluation- Early Withdrawal
Mother-figure - Early Withdrawal
Teen Evaluation- Positive Pregnancy

Submit appointment form. This appointment will now appear on the Calendar.

Step 2. Confirm data on Contact Sheet in DM S.
Print out hard copy. Update electronically in DMS.
Select: Data Formsa Recruitment Phasea Contact Form

Step 3. Update Event: Teen Evaluation- 6 Mo (event 36)
Teen Evaluation- 12 Mo (event 37)
Teen Evaluation- 18 Mo (event 38)
Teen Evaluation- 24 Mo (event 39)
Mother-figure Evaluation- 12 Mo (event 40)
Mother-figure Evaluation- 24 Mo (event 41)
Teen Evaluation- Early Withdrawal (event 64)
Mother-figure - Early Withdrawal (event 65)
Teen Evaluation- Positive Pregnancy (event 68)

Select: “ Appointment Scheduled” or “Partially completed- rescheduled”, as appropriate.
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AFTER SCHEDULING INTERVIEW, the DMS*Events’ should look like this:

vent Person Person |

Update Dellvery Check-in Call |Completed - baby delivered [09/08/2005

Baseline Phone
Update|27 Interview Cc))m)ﬂL 09/08/2005 DF
Update|36 Teen Evaluation - 6 Mo" Appointment scheduw 10/24/2005 DF
Update|44 Pregnancy Test - 6 Mo |Needed 10/24/2005 DF

4. Recording Your Completed Interview in Events

Step 1. Update Event
Update each Interview to “Completed”, as soon as you complete it.

AFTER INTEVIEW COMPLETED, the DMS " Events’ should now look like this:

Event Event Description Current Status Status Date | Person
Respon5|ble

Update Delivery Check-in Call Completed — baby delivered |09/08/2005

Ugdat e|27 Baseline Phone Interview |Cempteted— 09/08/2005 DF
Update|36 Teen Evaluation - 6 Mo K Completed ) 10/24/2005 AS
Update|44 Pregnancy Test - 6 Mo Needed 10/24/2005 DF

I ncomplete interviews:

If an interview isinterrupted and must be rescheduled, change event status to:
“Partially completed- needs to be rescheduled”, or
“Partially completed- rescheduled”.

Once interview is rescheduled, repeat Step 1, #3 above to schedule an appointment.
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5. Uploading Your CAPI DATA

As soon as you have completed a CAPI
database by using the DMS. First, ensur
Then follow these simple steps.

1. Findicon on desktop: “Prepare data for transmission”.

Double-click on thisicon.

interview, you must upload this data to the RTI
e that your computer is connected to the internet.

2. Openthe DMS:
Go to ToolsaaUpload Files

Appointment Galendar

Change Password

Browser Settings

3. Select Source Computer:

(Laptop #5, #6, #7, or Desktop)
Note: If you accidentally upload
data using an incorrect computer
number, please contact RTI right
away for further instructions.

4. Click “Browse”. Select —“Look-

in” “X-fer”. The X-fer folder can

be found on your desktop.

5. Click onthe file called:
“capi_data.zip”

Hit the “Open” key to select thefile.

GirlTak DMS Users Manual

UPLOAD FILES

Select Source Computer: I :I'

‘DI Th-005

Browse...

DCI-Th-006
DCI-Th-007
Desktap

Upload File

Choose file |
Look in: [ ¥fer = «®ckE-
% My Recent Documents
Desktop
B Iy Documents
"§ My Computer
< Local Disk ]
b DVD/CD-RW Drive (D]
5# Siddc on [ITS] File Server - RTI DC Dffice -
5# Sidmd on 'ITS] File Server - RTI WD Office -
_';‘f_ Icourtney on ‘tidos014strddostaff' (M:)
_';‘f_ zrd on [ITS] File Server - SHSP - Windows 21
@I‘wwk Flaces
ts
File name: Icap\_dala zip ﬂ Open I
Files of type a0 Files ) =l ﬂl
y
Choose file 2|
Laok in: [ ) ¥fer i I =
capi_data.zip
File name: IcapLdala zip ﬂ " Open
Files of type: |An Files %] =l Cancel
v
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6. Click “Upload File”

after fileis attached.
(Be patient it may take a

UPLOAD FILES

minute to Upl Oaj) Select Source Computer: IDC|'TM'DD5 =l
If the Upl Oad does not go |C:\D0cuments and Settings\lcourtney\Desktopisfeticapi_data. zip

through, make sure that the |
file name is correct (case

Browse... |

senstlve). Select Source Computer: |DCHFTR-D05 =l

7. When complete you will see this message: |
“File has been uploaded”.

File has been uploaded.

Upload File

6. Verifying Your Data Upload

After you have uploaded your CAPI interview data, you should check the Data Uploads

Reports to confirm that your data has been received, as shown below.

Create Your Own Event Report

The Data Uploads Report is updated every four hours. The report is updated at the
following times: 6:00am, 10:00am, 2:00pm, 6:00pm, 10:00pm, and 2:00am. Please check
the report after one of these times for the ID number of the interview data you have just
uploaded. The ID number should be listed with the interview date, as shown below.

DATA UPLOADS FROM CHILDREN'S

Below is a cumulative list of the Teen IDs that have been received at RTI and moved into the study database.
The process to maove data into the study database will run nightly.
If you don't see your uploaded IDs below, wait 24 hours and check this repaort again.

Dates below refer to the date the interview was completed (not uploaded).

Teen Teen Teen MF Teen Teen MF
Teen ID Postnartum Follow-up Follow-up Follow-up Follow-up Follow-up Follow-up
f 6 mo 12 mo 12 mo 18 mo 24 mo 24 mo

511893 01/09,/2007
511802 01042007
511460 12/06,/2006
G11437 01/03/2007
(511403 124135005
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C. Using the DMS to Report Pregnancy Tests and Self-Checks

Throughout her two-year enrollment in the Girl Talk study, each teen must conduct 4 epts
(early pregnancy tests) either at home or at a designated clinic during 6, 12, 18, and 24
months. In addition, teens will receive 4 self-check calls at 3, 9, 15, and 21 months from
CNMC staff to confirm her pregnancy status. Results of the EPT may be entered into the
DMS by either GU or CNMC staff.

If ateen delays reporting her ept results, a Pregnancy Test “reminder call” may be
necessary. “Pregnancy Test Reminder Calls’ are all conducted by CNMC interviewers.
Interviewers may provide additiona “reminders’ during the follow-up interviews, if the
teen has not yet conducted her ept.

This chapter will walk you through steps for the following procedures:
1-Conducting the pregnancy self-check call
2-Recording EPT results
3-Recording positive pregnancy results
4-Conducting pregnancy test reminder calls

1. Conducting the Pregnancy Self-Check Call
Beginning at month 3, each teen must confirm their pregnancy status every 6 months.

CNMC interviewers will call the teens to conduct a Pregnancy Self-Check Call,
following the hard-copy script provided.

Step 1. Print Report Pregnancy Test Reminders & Self-check Calls
Y ou must first identify which teens must be contacted by printing this report, Pregnancy
Test Reminders & Self-check Calls.

Select: ReportséEval uationsa” Pregnancy Test Reminders & Self-check Calls’

Interviews Scheduled & Need to Schedule /
Create Your Own Event Report

Data Uploads

Step 2. Contact all participantslisted under “ Self-Check Calls needed”

Contact participants listed on this report. Do not contact participants until their status date
has been reached. Calls made too early may not be valid as thisis considered “outside
the event window”.

#*  Pregnancy Self-Check Calls Needed

Below are the Self-Check Calls needed in the next 4 weeks.
Pregnancy SelfCheck must be completed within 28 days of the Status Date listed below.

Chec TeenlD |Teen Hame Primary Event Status Date
Phone

10074 Fregnancy SelfCheck Call-9 Mo 09/06,2006
10082 _ _ Pregnancy SeltCheck Call- 15 Mo 0172172007
4 nNrn | ] e ——r TVl Pl Call 1 B AA A e
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Step 3. Update Self-Check Results (3, 9, 15, 21 mo) for teen
Update each EPT result under “event” as soon as you receive it.
Select: EventsaUpdate Events for the Teen
Update event: Pregnancy Salf-check Call - 3 Mo (event 56)
Pregnancy Self-check Call - 9 Mo (event 57)
Pregnancy Self-check Call - 15 Mo (event 58)
Pregnancy Self-check Call - 21 Mo (event 59)

I ven Status 'Person '
Event Description urrent Status .
Date Responsible
Update DL

Delivery Check-in Call Completed - baby 12/20/2005
delivered
Update |27 Baseline Phone Interview Completed 01/09/2006 |DL
Update |36 Teen Evaluation—6-Me—————  Completed 06/14/2006 |DL
Update |56 “—Pregnancy Self-Check Call - 3 Mo Needed/) 03/13/2006
Ewvent Description: Pregnancy Self-Check Call -9 Mo
The Salf-Check Call event has5  |Current Status: Needed
possible event statuses, as shown
here. > Meeded
Completed - Preg or Dk
Update Status To: Completed - Mat Preg
Completed - Confirrmed Pos Preg
Closed out

Based on the results of the Self-Check Call, update the event status as follows:
Teen isnot pregnant axselect “Completed- Not Preg”
Teen isor may be pregnantaselect “Completed- Preg or DK”
Teen has been confirmed pregnant by epta“Completed- Confirmed Pos Preg”

2. Recording EPT Results (6, 12, 18, 24 mo)

Once EPT results are received, promptly enter them into the DM S events. Y ou will enter
EPT results in the same manner that Self-Check Call results are entered.

Step 1. Update EPT Results (6, 12, 18, 24 mo) for teen
Update each EPT result under “event” as soon as you receive it.
Select: EventsaUpdate Events for Teen
Update event: Pregnancy Test - 6 Mo (event 44)
Pregnancy Test - 12 Mo (event 45)
Pregnancy Test - 18 Mo (event 46)
Pregnancy Test - 24 Mo (event 47)

Y ou may also need to update any confirmatory EPT Results received. These events are:
Pregnancy Test Confirmation - 3 Mo (event 60)
Pregnancy Test Confirmation - 9 Mo (event 61)
Pregnancy Test Confirmation - 15 Mo (event 62)
Pregnancy Test Confirmation - 21 Mo (event 63)

-19- 1/15/2007
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Even Event Description Current Status | Status Date | Person |
Responsible
Update

Delivery Check-in Call Completed - baby 12/20/2005
Update (27 Baseline Phone Interview Completed 01/09/2006 |DL
Update (36 Teen Evaluation - 6 Mo Completed 06/14/2006 |DL
Update (44 Pregnancy Test - 6 Mo Needed 06/13/2006
Update |48 mm 06/20/2006
Update |56 Pregnancy Self-Check Call - 3 Mo |Completed - Not Preg |03/13/2006 |DL

Event Description: Pregnancy Test -6 Mo [ Yiew Event History]

Current Status: Needed
The Pregnancy Test event has 5 possible —
event statuses, as shown here. Completed - Preg
> Update Status Tao: Completed - Mot Preg

EFT not needed - Pos Preg confirmed
Cloged out

Date Status Changed: I i
Person Responsible: I |

Update |

Based on the results of the Self-Check Call, update the event status as follows:
Teen isnot pregnant axselect “Completed- Not Preg”
Teen ispregnant/confirmed by a physicianaselect “Completed- Preg”
Teen was already confirmed pregnant earlier in study&“EPT not needed- Pos
Preg confirmed”

3. Recording a Positive Pregnancy Result

If teen reports positive pregnancy, you must complete the hard-copy Positive Pregnancy
Form. The bottom of this form provides specific instructions and procedural reminders.

Step 1. Complete Positive Pregnancy Form (hard copy)
Staff from either GU or CNMC may complete this form at any point that a teen reports a
positive pregnancy.

Step 2. Update Participant Notes
Even if the teen has not confirmed her pregnancy by a physician, you must add a Note.

Select: FormsaiAll Phasesa “ Positive

Pregnancy Form’ m

Recruitment

Add anote to the teen’s note page: “This /
s

teen has tested positive via an ept and
(has’has not) been confirmed by a physician.
--Interviewer initials + date”

-20- 1/15/2007
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4. Conducting Pregnancy Test Reminder Calls (6, 12, 18, 24 mo)

Participants who have not yet conducted their ept at 6, 12, 18 or 24 months will require a
pregnancy test reminder call. In addition to this reminder call, we ask you to remind all
participants when you call to schedule their interview and when you conduct their
interviews. We redlize this may require 2 or 3 separate phone calls to the teen, but this
will ensure maximum compliance with conducting this important ept test.

Step 1. View Report: Pregnancy Test Reminders & Self-check Calls

Select: ReportsaEvaluationsa” Pregnancy Test Reminders & Self-check Calls”

Interviews Scheduled & Need to Schedule

Create Your Own Event Report

Ny

Step 2. Contact participantslisted under “Pregnancy Test Reminders’.
Remind participants to conduct EPT.

Pregnancy Test Reminder Calls Needed

Below are the Reminder Calls needed in the next 4 weeks.
Fregnancy Test must be completed within 28 days of the Status Date listed below.

Chec TeenlD |Teen Hame Primary
Phone

10074 Pregnancy Test Reminder - B Mo DBS20/2006
G10066 _ _ Pregnancy Test Reminder - B Mo 09042006

i N =

Status Date
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